Starg of Calfornia—Haalth and Human Services Agency Depariment of Heaith Services

RECORDS RETENTION SCHEDULE APPROVAL REQUEST \@M@ \N 7 999

Submit three copies with three copies of the Records Retention Schedule, DHS/STD 73. (See reverse for additional space.)

i1 Division Branchies)
Administration Program Support

Section{syLnit

Address {number. street, city} 08 codefs} Index(es)
{800 3rd Street, P.O. Box 942732, Sacramento, CA 94234-7320 85456 8202
TO: Department of General Services Check the approptiate box:

Procurement Division - . (2} X} New schedule of records that have never been scheduled. (Complete boxes 5—8.}

Statewide Information and Records (3) [] Revising a previous scheduie. (Complete boxes 5—12.}

Management Pmom ram {A new approval number will be assigned.)
3240 Industrial Boulevard {4) [0 Amending some pages of a previous schedule. (Complete boxes 8—12.)
West Sacramento, CA 95691 (or IMS C-229) {The original approval number will remain in effect.}

(916) 375-7420

NEW SCHEDULE (5} Scheduie number (5) Schedule date {7} Number of pages (8} Cubic Feet (fofal scheduie)
INFORMATION H99-17 10-15-99 4 9
(If applicabie}
PREVIOUS SCHEDULE (9} Schadule number (10} Approval number(s) (71) Approval date(s) (12) Page number(s) revised
INFORMATION
(If applicabie)

PART I—AGENCY STATEMENTS

As the program manager {or person authorized to sign for the program manager) directly responsible for the records fisted on the
aftached schedule, | certify that all records are listed, that I have reviewed the need for the records, {(per the State Administrative
_‘Sm::mc that each refention period is necessary and correct as scheduled, and (for a revised schedule} that all ifems on the
previous scheduf \m een accounted for.

the racopds {14} This {15} Date signed

-Chief, Program Support Branch 4

- )02/ %

\
Smnno&m:nm .é/a.\ cmBmiOonmem m.g..\m_. o?&mmnmgmummnoaﬁmmqmauoumgmus_mawwnm D@om&ﬂm:m\ ow
General Services is hereby requested. Retention psfiods have been established by this agency after a careful evaluation of all
the factors listed in the State Administrative Manual,

{ hereby cetlify that | am authorized to act on behalf of the head of this agency in matters perfaining to the retention and disposal
of records. (Per the State Administrative Manual.)

{16} Signature~-Records Management Analyst (17) Title
bec) =74 AGPA
 Hang—
{18) Name {printed ar Q&m& {18) Telephone (20) Date signed
Raymond C. Haag (916) 323-3817 [O-F5-FF
PART li—DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Government Code Section 14755)
(21} Signature—DGS Consultant 122} Approval number

(231 Tille x (24} Date signed I
\% Ve /e c72ER 2.9

PART lli—ARCHIVAL SELECTION (Per Government Code Section 14755)

@5 {7 Contains no material subject to further review by the
California State Archives,

{z8) Contains material subject to archival review. ltems stamped
“Hold/Notify Archives” may not be destroyed without
clearance by the Secretary of State. (Per Section 1614 of
the State Administrative Manual.)

T el
e e SRE

{27) Signature—CHIEF OF ARCHIVES {28} Approvabpumber
N
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DHS/STD 72 (189}



CALIFORNIA DEPARTMENT OF HEALTH SERVICES

ADMINISTRATION
{916} 657-3054
FAX: {916} 657-1156
ACTING DERUTY DIRECTOR
Martin L. Ewing
81253
|
I K | 1
{916} 657-3643 (916)657-1435 {816} 657-0374 (916) 322-4261
FAX: (916) 57-3212 FAX: (916} 654-0481 FAX: {516} 654-2638 FAX: (816) 327-7129
FINANCIAL MANAGEMENT FISCAL FORECASTING AND PERSONNEL MANAGEMENT PROGRAM SUPPORT
BRANCH DATA MANAGEMENT BRANCH BRANCH BRANCH
Martin L. Ewing Joseph R, Klun Laura Montgomery Edward £, Stahiberg
| £ <
il A 81850 Sactamento 95514
(916} 654-G276 {916} 654-0055 (916} 657-0374 {976 3735728 (016) 322-6192
FAX: {916} 657-3212 FAX: (916} 654-0481 FAX: (916) 654-2638 FAX: {916) 327-7729 FAX: (916) 323-4(9¢
CLASSIFICATION AND FACILITIES PLANNING AND CONTRACTS AND BUSINESS
- ACCQUNTINQ SEC}T‘ION i BASE ESTIMATES SECTION - SELECTION SERVICES DEVELOPMENT SECTION SERVICES SECTION
Vigtor J. Bianchini Dan Lazar SECTION Dean Harthora Roben D. Threlkel
ar140 84750 LaVonne Coen 1800 3rd Strest, 455 1800 3rd Street, 455
81750 Sacramento 95814 Sacramento 85814
{918) 657-3219 {916) 657-1410 (B16) 657-0732 (510) 540-2522 (816) 3230207
FAX, (416) B57-5949 FAX: {916) 654-048¢ FAX: (916) 654-0580 FAX: {510) 540-3662 FAX: (916) 327-2946
COUNTY ADMINISTRATIVE FACILITIES MANAGEMENT TELECOMMUNICATIONS AND
- BUDGET SECTION H " EXPENSE SECTION ~  LABOR RELATIONS SECTION LEASED FACILITIES SECTION
Mark Shijo {Acting) ' SECTION Milton Mercer King Smils
811010 gri7gg s T G T 215t Berkeley Way, 132 1800 3 Streat, 455
Berkeley 94704 Sacramento 956814
[B16) 6573160 1516) 657-0873 (@16) 320-1660
FAX: {916) 654-0484 FAX: {916} 654-0580 FAX: {816} 3240980
FISCAL ANALYSIS , TRAINING AND
- SECTION ~ WORKERS' COMPENSATION ADMINISTRATIVE SERVICES
Maura Donovan SECTION SECTION
Paggy Lee Ron Kiusman
8/1760 8/850 1800 3rd Street, 455
5T 0588 Sacramento 95814
FAX: {916) 654.0481
" MEDICAL CARE STATISTICS
SECTION
Gene Hiehle
81750
Matin Ewing
Acting Deputy Director ]
Administratian April 1999

Page 2 of 27



State of California-~Health and Human Services Agency Depanment of Healtr S 065 '

Drivision {1} Branchias) DHS schedule number (2} Dale (3} .
RECORDS RETENTION SCHEDULE Administration Program Support Branch H99-17 10-15-99
Secticn(s) GS code Page of pages (4
85456 1 of4
Address (number, sireal, city) GS approval number {5)
See instructions on reverse and in SAM 1600 1800 Third Street, Suite 455, Sacramento
CALIFORNIA PRA
ITEM cusic STATE RETENTION {Exempt)
KUMBER FEET ARCHIVES TETLE ARD DESCRIPTION OF RECORDS and
{Triple space between items) | USE ONLY {Triple space between items}) MEDIA | VITAL | OFFICE DEPT. l SRC TOTAL 1PA REMARKS
[CH { {7} (8} {9} (10) {i1) {12) {13} {14) (15} {16) {17y .
PROGRAM DESCRIPTION

The mission of the Program Support Branch is to proactively assist DHS programs to meet their business objectives by providing a diversified range of services
in a reliable, cost effective and efficient manner. The Branch consists of four sections; Contract and Business Services, Facilities Planning and Development,
Telecommunications and Leased Facilities, Training and Administrative Services. There is also a Health and Safety Unit,

The Contracts and Business Services section processes contracts, provides purchasing and mail services, operates a warehouse that receives and ships
furniture/equipment and forms to DHS programs and city/county health facilities, and administers property and vehicle inventories statewide.

The Facilities Planning and Development Section provides, on a statewide basis, support services to meet the needs of DHS by promoting a safe and healthy
work environment at all state facilities leased, owned, and/or operated by DHS.

The Telecommunications and Leased Facilities Section provides statewide phone services and procures and manages leased/rented space for DHS programs.

The Training and Administrative Services Section provides job-related training to DHS employees, administers the records management program, and forms
programs,

“

The Health and Safety Unit promotes and encourages a safe and healthy environment for all DHS employees by providing security services and health’and
safety information at all statewide leased and owned DHS buildings.

This schedule is for the Branch office only. .

This schedule does not contain vital records.

“Provide total of office and departmental storage only.

DHS/STD 73 (189)



State of California-—Health and Human Services Agency

RECORDS RETENTION SCHEDULE

See instruclions on reverse and in SAM 1600

Departmenl of Healln Services

Division: {1) Branch{es} DHS schedule number (2} Cale (3)

Administration Program Support Branch H99-17 10-15-99

Saction(s} GS coda Page of pages {4}
85456 20t4

Address (number, sireel, clly)

1800 Third Street, Suite 455, Sacramento

GS§ approvat nurnber (5)

CALIFORNIA PRA
ITEM cuslc STATE RETENTION (Exempt)
NUMBER FEET ARCHIVES TiTLE AND DESCRIPTION OF RECORDS and
(Triple space between ilems) | USE ONLY {T+iple space between llems) MEDIA L VITAL | OFFICE DEPT. SRC TOTAL tPA REMARKS
i8) () {8) 9} 10y | {11 {12) (13 {14) {15) (18) (17}
ADMINISTRATION RECORDS
Personnel
1 1 Employee Records P Active Active] XI IPRA 6254, IPA 1798.40. Inactive when
' +5 +5 person is transferred or leaves state service.
Confidential destruction.
2 ' Affirmative Action (plans, policy, p Active Active Current until superceded
general information)
Correspondence
3 2 Chron File P 2 2
4 Monthly Activity Reports P 2 2
; NOTIRY '
; Conferences, Committees, Forums P 2 2
/ ARCHIVES ’

*Provide fotal of office and departmental storage only.

DHSISTD 73 (1/88)



State of Calfornis—Haalh and Human Services Agency

RECORDS RETENTION SCHEDULE

See Instructions on reverse and in SAM 7600

(tgpwitimnd O Deant, v .. 2

Division {1) Branchios) VIE Sttt toiboat 15, Ty

Administration Program Support Branch F19-17 . 10-15-99

Seclion(s) G vande Page of pages ()
854506 3 of < .

Address (number, street, city)

1800 Third Street, Suite 455, Sacramento

GS apfioval nuriial {53

CALIFORNIA PRA
ITEM CUBIC STATE RETENTION {Exempt)
NUMBER FEET* ARCHIVES THLE AND BESCRIPTION OF RECORDS and
{Triple space betwean ilems) USE ONLY {Triple space belwesn ilems) MEDIA | VITAL | OFFICE DEPT. SRC TOTAL 1PA REMARKS
) (7) (8} (9) {10) {i1) (12} {13} {14} {18} (16) {1
Records Management
6 2 Records Holdings P 3 3
7 Retention Schedule P Active Active Active untt] revised, superseded, or revised
Equipment and Supplies
8 Purchase Requests P Active Active inactive after requessts received
+6 Mo H 6 Mo.
9 v Equipment Requests/Schedule 9s P Active Active Inactive after requests filled
PROGRAM RECORDS
Financial
10 1 Budgets Reports P 4 4 ,
il Budget Change Proposals P 4 4

*Provide total of office and departmental storage only.

DHSISTD 73 (1498)



State of Califormia-—Health and Human Services Agency Department of Healln Servi #s

Divisien (1) . Branch{es} DﬂS schedule number {2) Data (3)
RECCRDS RETENTION SCHEDULE Administration Program Support Branch 1H99-17 10-15-99
Section{s) GS code Page of pages (4}
85436 4 of 4
Address (number, street, city} . GS approvat humber {5)
See instructions on reverse and in SAM 1600 1800 Third Street, Suite 455, Sacramento
CAUFORNIA FRA
FTEM cuBIC STATE RETENTION (Exempt)
KUMBER FEET* ARCHIVES TITLE AND DESCRIFTION OF RECORDS and .
{Tripie space between items) USE ONLY {Triple space batween items) MEDIA ] VITAL | OFFICE DEPT., SRC TOTAL IPA REMARKS
6} [¥4) (8) (9) (10) | (1N {12 13 (14) (15} (16) N
12 N Equipment Budget P 4 4
Legal/Legislative
NOTIFY
2 Bill Analysis p 2 2 X |PRA,CD
' * ARCHIVEY Y
NOTIFY .
M ARCETyRdRegulations P 2 2 X |PRA,CD
15 Delegated Signatures P Active Active Active until revised

Policies and Procedures

/LG/ v Al; gmv?pg General Information P Active Active Active until revised or
AR ALY L stiperseded
Projects
17 1 Richmond Lab Project P Active Active Active until project complete,
+5 +5 Manager's decision
18 \L . Office Space Survey P Active Active Active until revised
TOTAL 9

*Provide total of office and departmental storage only.

DHSSYD 73 (1/88)



